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This Headquarters Operating Instruction (HOI) defines policies, responsibilities, and procedures for the
operation of the Air Force Weather Agency (AFWA) Commander’s (CC) Hotline.  The purpose of the
AFWA CC Hotline is to open a direct line of communication between personnel of AFWA and the AFWA
Commander.  This instruction applies to Headquarters Air Force Weather Agency (HQ AFWA) and Geo-
graphically Separated Unit (GSU) personnel.  All records created as a result of processes prescribed in
this instruction will be maintained in accordance with AFMAN 37-139 (will convert to AFMAN
33-322V4), Records Disposition Schedule. 

1.  Roles and Responsibilities.  

1.1.  Hotline Manager (HQ AFWA/PA). Administers the web-based CC Hotline program for the
Commander.  Specifically, the Hotline Manager performs or delegates the following activities: 

1.1.1.  Changes to the look and operation of the CC Hotline web page. 

1.1.2.  Reviews and minimally edits incoming questions.  

1.1.3.  Forwards incoming messages to Action Officer. 

1.1.4.  Responsible for CC Hotline record management for all documents involved in the process. 

1.2.  Action Officer (HQ AFWA/CCE).  

1.2.1.  Delegates questions to appropriate directorate or GSU for action. 

1.2.2.  Provides AFWA/CC with a Questions and Answers package for review and approval prior
to posting. 

1.2.3.  Sets and monitors deadlines for responses. 

1.2.4.  Forwards AFWA/CC approved responses to the Hotline Manager for posting. 
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1.3.  Office of Primary Responsibility (OPR). The OPR is the office that has been tasked with
responding to an AFWA CC Hotline question.  Each incoming question must have a designated point
of contact responsible for making sure the information in the answer is current and accurate and sus-
pense dates are followed. 

1.4.  Webmaster Responsibility. The HQ AFWA Webmaster will post questions and answers on the
AFWA restricted web page no later than 24 hours after the questions and response have been approved
by the AFWA Commander.   

1.4.1.  The webmaster will assume the responsibility of appointing an alternate webmaster in the
event of absence and notify the Hotline Manager of the alternate person.  

2.  General. AFWA Commander’s Hotline submissions can be submitted in an e-mail format to, CC.Hot-
line@afwa.af.mil, which go directly to the Hotline e-mail account.  Submissions can be made through the
AFWA restricted server (http://wwwmil.offutt.af.mil/afwa/default.htm), which can be accessed by
anyone entering from a .mil system. Submissions can be made to the Hotline when electronic means are
not accessible, by dropping submissions in the Commander’s Hotline drop-box.  The Hotline Manager
will have access to the Hotline e-mail account and Hotline drop-box.  

3.  Policy.  

3.1.  Submissions. Submissions should be 100 words or less.  Questions may be edited for content,
clarification, or length.  Submissions containing profanity, slander, or Privacy Act information will
not be posted on the AFWA CC Hotline.  AFWA/CC and the Hotline Manager have the discretion to
refrain from posting any submission on the AFWA CC Hotline.   

3.1.1.  All AFWA CC Hotline submissions must include the name of the individual submitting the
hotline to ensure a response.  Submissions received without the name of the submitter may make
it impossible to resolve the issue addressed.   

3.1.2.  Inspector General contact information will be included on the Hotline site, for those wish-
ing to remain anonymous.  

3.1.3.  Before submitting a Hotline, personnel should use their chain of command and allow it to
work the issue.  A submission affirms the individual has attempted using the appropriate com-
mand channels. 

3.2.  Suspense Time. All submissions will be worked as efficiently as possible so as to provide an
answer and post on the AFWA web site in the most reasonable amount of time. 

3.3.  Procedures. The Hotline Manager will check the hotline account for question submissions Mon-
day through Friday.  Questions will be compiled, edited, logged and forwarded to action officer for
further processing. 

3.3.1.  The Action Officer will delegate the appropriate OPR on the day the message was received
from the Hotline Manager.  

3.3.2.  The OPR will have no more than 4 duty days to submit a response to a question and return
response to the Action Officer no later than the close of business on the 4th duty day. 

3.3.2.1.  Multiple taskings will be prioritized in order by date of receipt or by the AFWA/CC. 

mailto:CC.Hotline@afwa.af.mil
mailto:CC.Hotline@afwa.af.mil
http://wwwmil.offutt.af.mil/afwa/default.htm


AFWAI35-2   25 MAY 2005 3

3.3.2.2.  In the event a response cannot be provided during that allotted time period, the OPR
will supply the Action Officer with a date as to when the response can be provided and that
information will be passed to the Hotline Manager for posting. 

3.3.3.  The Action Officer will submit questions and OPR responses to AFWA/CC for review and
approval. 

3.3.3.1.  Approved questions and responses will be sent to the Hotline Manager for logging
and posting. 

3.3.4.  Approved questions and answers will be sent to the Webmaster to post on the web page. 

3.4.  Posting. Questions and answers will be posted on the restricted .mil web page and listed by sub-
ject topic and submission date.   

3.4.1.  All submissions will remain on the restricted web page for 6 months.  Submissions 6
months or older and that continue to be relevant in content will be archived for 6 months or until
such time that they are no longer relevant.   

3.4.2.  Archived submission will remain on the AFWA CC Hotline under the “archive” button. 

CHARLES L. BENSON, JR. Colonel,  USAF 
Commander 
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